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ABSTRACT 

This teachers • guide on hospitality is one of a 
series of six designed for the employment orientation program for 
special needs students at the Gloucester County Vocational-Technical 
School in Sewell, New Jersey. The series includes laundry, 
hospitality, sewing, basic business, foods, and beauty culture. The 
foreword indicates that objectives are (1) to assess students so that 
at the end of the orientation year th^y can be mainstreaiQed into a 
regular vocational shop area and (2) to acquaint them with specific 
types of employment in a particular trade or industry^ Each guide 
contains class lesson plans consisting of objectives, subject matter 
covered, audiovisual aids, demonstrations, student activities, ard 
evaluation suggestion?. The 10 lessons in the hospitality unit, are 
(1) The Hotel-Motel Business, (2) How to Load a Maid's Cart, (3) 
Entering the Guest's Boom and Making Entry Inspection, (4) How to 
Begin Cleaning, (5) Cleaning the Bathroom, (6' Making the Bed, (7) 
The Vacuum Cleaner and Basic Dusting Procedures, (8) Cleaning the 
Bedroom Area, (9) Making a Final r.nspection, and (10) ;isitation of a 
Hotel-Motel Facility. Charts and masters for projectual.i are also 
included. (HD) 
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I'his maiui.i! !^ ^^r.c o\ a sciic^- six J.c^ii^iu'd (ur flic ( :t) men t nricmati.ni 
pru^iMiu at rhi; ' i h )U r vU'i" t'o'.iiip, V > hm t i; HKil li iii cal Sclint^l. ']'1k scluu^l is a 
sli.ircJ.-tinu' (acili:\- rliat !ia-> '-^wc i^r^u'i^ ut stiulciit.s inv ap|M"o\ iinati'l\' 3 li^uirs in r\\c 
rnorniim .iiul .n^)r!\T L'.rv)np tor appi-n\iii.atcl\ luuirs in tlu- af tiTiioon . Tlir 
[aiiplovnK'nr < )rit. ;i' at ii )n p^-o^rani tauelit in sin kliscrctc iniits sci tliat a(.L!ititMial 
sriukMUS ina\' he accvMnin'.nlated il \'araru-iL's oceiii" JairinLi tiie \"c<n . 

I'lu- SIX arca.s cuvcrcvl aw: 

I.aLiiuir\ 

Mospitalitv 

St^'wiiiL: 

Basic Busificss 
}■ ( xids 

lHMLit\ C^ilturc 

At the end ni t!ie \-cai-. assessments are made so that students can be 
main^r^eamed into a rcL^iilar program the fi)lKnvinL:; \ ' ar. Theretore our major goal is ti> 
trv to mainstream eacli of the students in the F^mpioyment Orienfation proi^ram into 
reuular vocational sh(^p areas. A seci^ndarv i;oal is to acquaint tiie students with specific 
tvpes ot emj^lovrnent in a partieuhir trade or industry, so that the choice of a vocational 
sho[^ ma\ be based on tlie reahties of the vviuld of work as well as e»n th.e aptitudes oi 
the particular student. 

All oi the Special Neeils students are classified by their district Child Study Team 
and are screened for admissi^^n into the Employment Orientation Progran^. by the Special 
Needs Department at C Gloucester County Vocational-Technical Schcjoh 

This curriculum project includes dail\- class lesson plans. consi.>ting of objectives, 
subject matter covered. audio\'isUcd aiils, demonstrations, student activities, and evrduation 
suL^L^estions. l1ie teacher is urged to make handouts out of all the audiovisuals an.d charts. 

Some of tiw instructional material suggested maw i^f course, prove lo be too 
difficult lor s(^mc of the students. The teacher nuist, as always, tailor the material to the 
needs oi t!ie individual. Conversely, a large number of student activities have been 
incorporated into the program tor those students who may progress faster than others. 

A math program accompanies these units to stress the necessity fc;r a basic 
understanding of practical niath. For example, linear measurement is taught during th-c 
sewing unit, and weights and measures is taught during the food.; unit. 

In some a teas < particularly Beauty Culture, the teacher will not expect complete 
memorization of all details covered, but should stress that these arc included in the 
course content of a regular vocational course. The purpose is to give the student a 
realistic picture of what the regular course would be like and what would be expected if 
that student chose that course to be mainstrcamcd into the follov^^ing school year. 

Francine Grubb 
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( )hict i i\ I S ni liic 1 i()S[)!ta!iiv I'nit 

l.'}>wi^ r!u' t'crnplcti. 'H tlii'^ uint tiir stutlcnt will bo ro: 

1. iJriuitv ciHc! klrscriln' jobs in tlic iiori:l-nuUi^l iiuliisrr\". 

2. Hcmi )!istrarc pr()[HTi\ Ii^.il! a inaid's tart, 

3. Make a room ins[H'CtiiMi and C()rn[''lctc a tlam.i^^c rt'[n)rt. 

4. !^r<ipt>rlv clean a horel or nuuel unit (bctlrooin <ind batlO^ 

I'sc a vacumii Lleaiur anti I'e place ilie ba^ in a vacuum cleaner in riie proj ::• 
manner. 

Make a final inspection ot riie room ami use t!ic ct)!Tcct prt)cetlure in hantlliiiL^ 
C'omfilain ts. 



6 



iii 



References 



MospitalitN - A Sui:^e>.tetl ('oui^e ot Suuly. Vocational Tecluiienl (AirriLiilutn Laboratorw 
Rut^ers T\)c State l'nivc!sit\ . New Brunswick. NJ. 08903. 

Local h()tel-ini;tels can su|)[>ly maintenance tornus. purchase requisitions, and other hirnis. 
Contact the housekeeping department. 

" LixplorinL^ Careers in Ho'^pitahty aiul [-"ootl Service'' (Text and Teacher's Guide) 
Cincinnati Pul)lic Schools. 1975 
McKnii:;ht Publishin^ Ca\ 
Bloondn^^ton. ill. 61 70 I 

Kocoin F-iliii Li)i)p Series: 

Hialth Employee Learning; Prot;ram 
r^ivision of Hoffnuui - LaRoche, Inc. 
Nutley. N.J. 07 110 

Transparencies 

"How To He a Housekeeping: Aide" 

Hospital Research and Educational Trust, Chicai^o, 1967 
Robert J. Brady Co. 
Bowie, Md. 20715 



iv 



l.CSSOIl 1 



( )bi«.\ tivcs 

At tin- completion of this Jc^snn tlu' ^uulcnt will he able tt): 

nilYcrcntiarc between jobs in the hotel -nuuel busii.ess. 

Act out the proper procedures for applvini^ for a job in the intlustry, 

List the qualirications tor <i particular job in the industry. 



Mech< ui 



A- Lecture tliscussion 

1. What is tlu' hospitality business? 

2. What are the tlifferent jobs in the hospitality industr\ " 

3. F-oeus on the job o( the housekeeper. 
•I . H< )\v t(^ report tor work 

a. (!(Mulitions t)t uniform 

b. Persv)nal appearance 
^. importance of the work 

Punctuality and check-in 
7. Pass-ke\' responsibilitv 

U. Audiovisual none 

C. Hemonstration 

Rt)le-plaviiii^ situations with students in: 

a. Oiftcrent it)bs in the hospitality industry. 

b. Afiplvin^^ tor <i particular job. 

Teacher preparatit)n 

(father lecture notes. 
Student activities 

A. Students will make a list of the jobs in the industry. 

B. Students will practice applying for a certain job in the hospitality business. 

C. Students will list what they f':el the important qualifications for tliis work. 

Evalutition 

Teacher will evaluate what the students feel are important job qualifications. 

1 
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How To Load a Maid's Cait 



C objectives 

At tlu- (.oiulusio!! 'u' tills K'ssoii :he stinK'nt will l^;- able to: 
IV' •••i.rK' load a maid's cart. 

Keep a list or supplie-- needed to iTtill the ear:. 

Method 

'\. Lecture discir-sioii 

1 . la)adinL; the maid's cart 

a. 'Lhc imtTortaiiCL ut ha\"ini: tliini;s nc.u- at hand. 

h. The importance of keeping track ot \^;ur marcriah-^. 
2. Wliar should he in the riiaid's cart' 

a. Buckets 

h. I)eteri;cnts 

c. Various cleaners 

d. Dustcloths (treated ..iid nontreated) 

e. St)ap- tL)iier tissue, -ratioiiery 

L Toilet bands and ^lass wrap[Krs 
l;. Clean linen 

B. Audiovisual 

A.V. 2 What Should Be on the Maid's Cart" 
C". nemonstrati< »n 

Students will role-plav h^idinL^ the maid's cart betc^rc entering a room^ 
Teacher preparation 

A- Ciather lecture ncnes 

B- (let overhead projector and A.V. materials. 

C. C^ct materials for student activity. 



0 

1 



Studciu activities 

A. Students will make .1 su[ipl\ sheet and till it out as it slu^uld be done. 

B. Teacher will take things off the maid's cart and the student will have ro 
determine what is missing. 

C. Then student will fill out the supply sheet so tliat the missing items will be 
replaced. 

Evaluation 

Tcach.er will evaluate the three student .ucivities listed above. 
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l-iucrini: tlic (uicst's Room cuul 
Making l-nn\' Inspection 



( )bicctivcs 

At the inchivii )n ut" this k's.soti : stiulciit u'ill be able to: 

ProperK rntcr d ^LicstN room, tohou'in^ tlic general rules on rt)oin cnrr\". 

Make a n"nn iiisps'ction and complete a darnaize repLirt to be uiven to the 

m«inciUi'intn r, 

Meth{ )i! 

A. lA'Cture discussion 

1. Door-lock indicators and "Do Not Disturb" siuns. 

2. (General rules c)n room entry. 

a. Knock on door 

b. (ruest in the room 
3- Making: entrv inspection 

4. ('becking eLjuipnicnt and furniture ior damage 

5. C!ompk'ting a damage report 

(). What to do witli articles Ictt behind 

B. Audio\"isuais 

1. Samples of "'Do Not Disturb" signs 

2. A.V- 3 .Sample of damage report or maintenance rec|uest 

C. Demonstration 
Completing a damage rept)rt 

Teacher preparation 

A. Gather lecture materials. 

B. Get samples of "f^o Not Disturb" signs and damage reports. 

C. C'ollect materials for student activities. 
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Student activities 

A. Students will make "Do Not Disturb'' si^ns. 

B. Students will complete tlarna^e rept^rts in several different situations set up by 
the teacher. 

**. ■ on 

Students will be evaluated on how well they complete the damage reports. Were all 
of the damai;es reported? Is the report neat and eas\' to read? 
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Lesson J 



f low To IWuin ( Ic.minu 



C )l)icc l ivrs 

At tin* (MiiipKtiwii mI rhi, !r',M>n sruilnit will he ,ihlr Kr. 

I )'.'in' .iisrr;it(' \)'>\\' to hi'i'iii c K aniii", .1 r(H»m. 

,1 !).(sit jir<n L'diir'.' toi hritiiMiu', 111 lic .li Mipplir^. 

Met li' nl 

A. I .( < I iir( ilisi iiSM' )fi 

1 , '! ;ikillj.' Ill .1 "Virvs " ol I lie K u mi .1'. -i '.vIh i\r 

I l.dii' .irti( \r\ (i( ( Iwtliiiir, 

5, r;hc( k fui p;ntl.lllv (illnl I'J.lV.c',, 1 .I'.llIl.iV., lltM'l, rt( . 

] , (']]('([. t ln' Ml ppK !i .t .illr.id o( t imc I ' » '..ivc ',f rjr, i t mIH \ ' Ul.iid''. « .il t . 

IV Aiiil)( >viMi,il hDtic 

C 1 )t'inoii',f f ,it it )|] 

^•;tliilcilt'. will li>|f pi. IS (Mh lllh' .1 tMMili jliil ililiilt|' \n (Ir.iii. I ,u it *,f»nltiif 

'Alll ImII'jW iIk I lir( Ul .1 mI |»Im( ''(Itltr*',. 

I'r.U Ih I |M Cp.lt .It ii 

A, ( ».lt lici l('« I IIH' 11' tf 

i'l, !',( Mttr tint .ill f< .l'|\' l<;t Ji'llini, M.ltlMlI 

St inl< HI .!< t ivif 

St IK l''f 1 1 w'lll t.ih' Hull'. Iniii)' Mipct vi'.( »i .iihl In jum k< cjxi , Siijuj vr.' m •. will iii.tlr 

luiiin "H'.Mly" (nl iIk llnl|'.r'k«'rpct , .ilhl (ll''f| (Itc llolf. rLrrprt will ll.JVr l», nifrf 
tlic loom, Ijrj'iM < |c.Miih|;, .Itld lU.lkc n\\\ j ItM nf lir rdrd ijclM'. Su|H jvi'.o| Will 
(let rt tin 111' lluw W' II llic 1 1 1 1 1 1'.r !• i r • | k | diil, 

I .vjlii.it ion 

'IClt licl will OV I'.Cr tllr '.llldrllt ,HllVIIV .llld d<(''IIIIIlU ll' iW Wcll llu Mt|»( I Vl'.< »l 

.tiiil lir)it'.rkr'rp»'l'. |)l.»y'*d tlirit tolc., *'l'.t*, linw Will w.r. rjifiMMii f.ilrH Tjiid 

J'ivi II ) Wrr/' Itll'.f jh". • ' i| 1 rw I ( d |>0 *|)' f I V 
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Student attiviric^ 



Sruilriir . 'A ill raJi cK'.in :lu h.iilir. nfii m tlir proper inaiiiRT. tollovvifiii; <i check list 
of iir.triK ti( >iis. .'Same iiistriu tit^riN as A.V. n i 

I. valii.ir.i' )\\ 

'['e,i( her will ewiliiate ea( li stiulefir imh\'iihiallv on how well she'he follows rhe 
t ( Ui'.r in (leanim: the hathmoni. tl)e job tloiie pro[)crl\ ' 



t\[ iIk- LnM(.!'j.sion ' >\ th;^ Icsso!) the .srudcnr be .ihit* to: 

M.ike .i h<.\l i^rop. rlv .iinl et'Hi.ien tly .iiul remove soile'.l linens. 

Method 

A. lACtiire (.li^eu^sioii 

1 . Remove I'm . iis from heJ . 

2. 1 iou ro re[^hice pinovvciise . 

3. (iollecr soileil bathroom linen. 

4. fl.ice soi' I liiu'n on e;irt. 

Step-bv-st' p procedure lor m.ikini^, bid ^ 
(A.V. ^1 

6. Check to sec tliar the job was ih)ne ri^hr. 
l^). Audiovisual 

] . A.V. () Making a Wed 

2. Koeom Hbu Makiii^i; the Unoccupied BctI 
(!. I )emonMiaLion 

'I'eacher will demonstrate rhc proper way to make the bed. 
'I'e.H her prep.ir.iti( )n 

A. ( larhi'r h'cture notes 

\\. (let overhcati piojector, Kocom projector, and A.V. nnitcrials. 
C. \W sure all materials lor inakinji; the bed are in t^rdcr. 

Srudenr activities 

A. All srutlcnrs will make the bed in the prt)per manner, by followinf:; their 
checklist (d steps. 

B. Students will practice bcdmakiii^ to tievclop efficiency. Students will tiinc 
rhenisidves until their time is improvetl. 

l;valuation 

A. Dill student properly follow instruction sheet? 
li. How much time was used to make the bed? 
C;. Were soiled linens disposed of properly? 
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Lesson 7 



Tlic Vacuum Cleaner and 
Basic Dusting Procedures 



objectives 

Ac tlic conclusion of tliis lesson tlie stutlcnt will he able to: 

Propjrlv empty tlic vacuutn cleaner. 

Use the vacuum cleaner on the p: ' ■ scitinj ror the pile. 

Properly vacuum an area, bein^ sur. tt; c act c^r/ y area in the room. 
rX'tnonsrrate the proper technique T^r Jusiini^ 

Method 

A. Lecture discussion 

1. Tvpes of vacuum cleaners 

2. Need for frequent cleaning the machine 

3. Fniptying the vacuum cleaner when filled 

4. l low to vacuum carpeting 

5. Cliecking the proper setting 

6. Tvpes of dusting equipment 

7. Procedure lor dusting a room 

B. Audiovisuals 

1. Overhead transparencies from ''How To IVj a Housekeeping Aid" 

2. Koeom film cm Dust Mopping 

C. Demonstration 

1. Te. idler will demonstrate the proper way of caring for tlie vacuum cleaner 
and using tlic vacuum cleaner. 

2. Teacher will demonstrate tlie proper tecliniques C)f dusting a room. 

Teacher preparation 

A. Ciathcr lecture notes. 

B. (let (overhead jirojector, kocom prf)Jcctor, and A.V. materials. 

C. Ofather materials needed lor demonstrations. 
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Stiulciit activitiL' 



A. Stadunts will properly L'tnpty <ind use rlic vacuuni clcaiier. 

B. Stmlt/DTs 'A ill Ji'iiion strat'j prnpi-c tiusriiiL: tt'i lini<.]iK'S. 

R\'aKiati( »n 

A. Stmiriit^ \vill be evaluated ou rlie use aiul eare of tlie vacuum cleaner. 

B, Srudeius will he evaluaced uu rtie pmper reelMii(.jues ot dustiiii;. 
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Lesson 8 Cleaning tlic Bedroom Area 



( )bjeL tive 

At rlie c()in[)li'cir)n u\ this lesson the stiulent will be able to: 
l^roperlv elean a bedr(.>oin unit. 

Metbotl 

A. lA'etiire discussion 

1. Use proper procedure tor enterini; the room. 

2. C'lieck the closet »ire»i. 

3. M.ike [lie bed lirst (or according to house rules). 

4. clean turniture .iiul check drawers. 

5. Wax and polish. 

6. Vacuum floors (last) 

li. Audiovisual 

1. A.V. H I low Tu clean the IkHlro(jn) Unit 

2. l^ocon) f'ilni I^^tient Koom Cleaning 

C. I )eniofisti ;j t ion 

will deinoiistriite the proper procedure for cleaning the bedroom unit. 
'I\*acher pr- j . i ,>tltjn 

A. '(lather lecture notes. 

I^. Oct overliL'ul projector, Kocom projected', and A.V. materials. 
C. Be sm-e .ill eipiipment and materials are available fu*- (lenu)nstration and student 
activity. 

Student activity 

[vacli stLulcfit will clean the bedroom unit, making sure to follow the instructions 
given. 

r-lvaluaf ion 

Students will be evaluated by the teacher on how well they carry out their 
cleaning of the bedroom unit. 

12 
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Lesson 9 



Making a Final Inspection 



Objectives 

At the C(inclusi(>ii n\ this lesson the S' ulcnt will be able to: 

M.ike A final insju'ction of the room. 

f'i)lK)W the correct j^rocedure in harulling complaints 



A. Lecture discussion 

1. Kevicw v(mr checklist bef(jre le.iviiiL^, the room (A.V. 9) 

2. Take ;i last look. 

3. ('heck heater or air coiuliticjn settini;. 

4. Turn off lij^hts. 

5. What to clo about i;uest complaints. 

6. Rel.itions with guests. 

I*^. Audiovisu.il 

1, A.V. 0 checkout Procedure 

2. Kocom film DisuMssal Clleaning 

C. l)emonstr.it*on 

T'eacher will demonstrate liow to m.ike a final ins[K'ctif)n. 
Teaclier [nei^aratit)n 

A. (Jather lecture notes 

IS. (let overhead ]U()jeLtor, i^ocorn projector, ami A.V. materials. 
(!. Be sure all materials needed ft)r demonstration and student activity are 
together. 

Student activities 

A. Students will perforin [uoper inspect' n of a room. 

B. Students will role-play relations with guests and handling of coinplaiiits. 
Hvaluation 

Teacher will evaluate students on |)r(jper final-inspection procedures. 
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Lesson 10 



Visitation of a Hotcl-Motcl Facility 



Objectives 

Students will learn tlirouiil) this trip: 

■ Procedures used at cjtlier hospitality c-.Mitcrs 

■ Different jobs that are avaihible in the liospitality field. 

Job demands that vvuuhl be made Mpon them if they entered this field. 

Method 

This would be the idea, time for students to visit a local hotel or motel- They 
sliould have certain ipiestions formulated before they leave. The teacher should be 
sure to [K)int out what they sliould be hjokini; for on this trip. For example, 

What are the jobs at this niotel or hotel? 

What ch)es each person do? 

What prculucts are used? 

What thiii[;s are done differently from the way we did them in class? 
What would be different in a larger motel? in a smaller motel? etc. 

L'pon returnini; to sehooK the teacher shouKl review the t)uesti(m:; that were to be 
looked for and determine vvhetlier the trip was a success in that the questions were 
.ill understood and answered by tlie students. 
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WHAT SHOULD BE ON 
THE MAID'S CART? 



ERIC 



I Buckets 

2. Detergents 

3. Toilet-bowl cleaner 

4. Waxes and polishes 

5. Glass cleaner 

6. Dustcloths 

7. Mop, broom, vacuum cleaner 

8. Soap, toilet tissue, stationery 

9. Toilet bands and glass wrappers 

10. Clean linen 
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MAINTENANCE 
REQUEST 

BY DATE 


MAINTENANCE 
REQUEST 
356944 

BY DATE 


LOCATION 


LOCATION 


PROBLEM 


PROBLEM 














ASSIGNED TO 


ASSIGNED TO 


DATE COMPL. TIME SPENT 
COMPLETED BY 


DATE COMPL. TIME SPENT 
COMPLETED BY 


REMARKS 


REMARKS 



























MAINTENANCE 
REQU^JST 
J5d945 

BY DATE 


MAINTENANCE 
REQUEST 
356946 

BY DATE 


LOCATION 


LOCATION 


PROBLEM 


PROBLEM 















ASSIGNED TO 


ASSIGNED TO 


DATE COMPL. TIME SPENT 
COMPLETED BY 


DATE COMPL. TIME SPENT 
COMPLETED BY 


REMARKS 


REMARKS 



























ERIC 



CLEANING THE BATHROOM 



1 


Pirk un towels and litter. 


2 

Urn 


Clean shelvina 


3 


Clean mirror soao dish ami ulass rack. 


4. 


Clean wash basin. 


5. 


Clean tub and shower. 


6. 


Clean wall tiles. 


7. 


Clean shower curtain or shower door. 


<i 


Clean toilet bowl and seat. 


9. 


Check bathroom supplies. 


10. 


Clean the floor. 
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MAKING a BED 



Needed: 

2 sheets 
I blanket 
I pillowcase 

1. Turn the mattress and replace mattress pad. 

2. Spread the foundation sheet on the bed. 

3. Make four mitered corners and tuck in sides. 

4. Put on top sheet, pulling it past the top of the bed. Miter the 
corners at the foot of the bed. 

5. Put on blanket so It comes to the top of the bed. Miter the 
corners at the foot of the bed. 

6. Turn down the top part of the sheet over the blanket. 

7. Put on pillowcase and place pillow on bed. 

8. Put on bedspread and tuck it under the pillow. 



IH 
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HOW : JlHan the bedroom unit 

1. Bring all needed cleaning items either to door or into the 
room. 

2. Check closet area. Place garments on hangers and 
straighten area. 

3. Make the bed first (or according to house rules). 

4. Clean and wax furniture. Be sure to check drawers for 
stationery and advertisement articles. 

5. Vacuum floors last. 
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Checkout Procedure for Housekeepers 



Aftor a (juost U.i. hLr.krJ mit ol j liMit wouimI, ust.^ tii.^ tollovMiu.) (uociMlufr. 

A. Brine] cjrt ond su[)[^lit:s to the roc^n. 

Remove sheets from the l^ed .nui the towels Iroiii the lutluoorn. PUice theni ir tlie 

cart. 

B. Check the room for thiocjs the (jut^st nii(iht have forqotten. 

C. Remove trasfi from the room, Including refuse in ash. travs and wast etnisket. 

Clean the bathroom by: 

(1) Dusting all surfaces. 

(2) Washing and drying the mirror, wash basin, tub or shower, toilet, and the floor ot 
the room. 

(3) Replenishing the bathroom witli towels, soap, and tissue. 

E Make the bed Be sure to miter corners (fold a certain way). Use as ^ew motions as 
possible to make the bed. Make sure that the spread is smooth and free of wrinkles. 

F. Clean the room by: . r . ^ 

(1) Dusting all surfaces. Be sure to open each drawer and dust inside of the drawer as 

well. 

(2) Washing and drying any mirrors tai)!e tops. 

(3) Vacuuming the carpet. 

G. Before leaving, check: 

(1) To see that the room is in propL^r order. 

(2) To make sure that all tights work (none should be burr oi.t). 

(3) To see that the room temperature controls are in their ^ .^p- r sett ' g. 

(4) Turn off cll lights and lock the door. 
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